Best Practices for Facilitating Q&A Sessions

Step 1: What is a Q&A and why is it important?
1. A Q&A follows the formal presentation and is as important as the presentation itself.
2. Many perceptions are formed and decisions made during the Q&A.
3. ltisthe last thing the audience hears so it leaves a strong impression.
Step 2: Q&A preparation
1. Anticipate questions — Try to determine what information you left out of your presentation due to time
constraints. Audience members may want to ask follow-up questions requesting more detail. Analyze your
audience in terms of their beliefs, attitudes and behaviors in order to better predict objections to your
message.
2. Practice — A trial run-through of your Q&A will make you more comfortable answering questions and it will
give you insight as to what questions may be asked.
3. Make a logistics plan — In group presentations, will one person take all the questions and divert them to
the appropriate member of the team or will all the questions be answered by the team leader?
Step 3: Keeping the Q&A productive
1. Encourage questions
a. Instead of asking “Are there any questions?” start with “Who has the first question?”
b. What if no one asks a question? Prime the pump by saying: “A question I’'m often asked is....” and
then answer your question.
¢.  With whom should you make eye contact? With the individual during the time that they ask the
question, but speak to the entire audience when giving the reply.
2. Maintain credibility
a. Keep answers concise and direct. Stay on message.
b. Listen to the entire question.
c. Repeat each question for the benefit of the audience.
d. Use bridges, if necessary, to give you time to consider a response.
e. Be honest if you don’t know the answer. Let the questioner know you will try to locate that
information and get back with them.
3. Maintain control
a. Dealing with a difficult audience member.
i. Defuse loaded questions by stripping away the emotional words to find a question you can
answer.
ii. Do not engage in a one-on-one dialogue. Instead, offer to speak with the questioner after
the presentation.
b. Be sensitive to time constraints. If you run out of time, tell the audience that you are out of time
and close the session.
c. Provide closure. Have the final word.
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